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Section A:  

A1.1 Application 

This Attendance Policy and Procedures applies to the Greenshaw Learning Trust as a whole and to all the 
schools in the Trust.  

It is subject to the Trust’s Scheme of Delegation for Governance Functions.  If there is any ambiguity or 
conflict then the Scheme of Delegation and any specific alteration or restriction to the Scheme approved 
by the GLT Board of Trustees takes precedence. 

It is the responsibility of the Governing Body and Headteacher of each school within the Greenshaw 
Learning Trust to ensure that their school adheres to this policy and procedures.  

In implementing this policy and procedures all staff must take account of any advice given to them by the 
GLT CEO, the GLT Head of Attendance and Educational Welfare and/or the Board of Trustees. 

If there is any question or doubt about the interpretation or implementation of this Policy and 
Procedures, the GLT Head of Attendance should be consulted. 

 

A1.2 Monitoring arrangements 

This Policy and Procedures will be reviewed annually by the GLT Head of Attendance and will be updated 
when required due to legislation changes or as guidance from the local authority or DfE is updated.  
 

A1.3 Approval and review 

● Maintenance of this Policy and Procedures (Sections A, B & C)  is the responsibility of the GLT 
Head of Attendance. 

● Maintenance of the Procedure in Section D is the responsibility of the Headteacher   
● This Policy and Procedures (Sections A, B & C) were approved by the Board of Trustees in: 

October 2025. 
● The School Specific Procedures (Section D) were approved by the school Governing Body in 

October 2025. 

A1.4 Legislation and guidance  

This Policy and Procedures meet the requirements of Working Together to Improve School Attendance 
from the Department for Education (DfE), the DfE’s statutory guidance on school attendance parental 
responsibility measures and the following legislation setting out the legal powers and duties that 
govern school attendance: 

● Part 6 of The Education Act 1996 
● Part 3 of The Education Act 2002 
● Part 7 of The Education and Inspections Act 2006 
● The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 

amendments) 
● The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

And the following guidance: 
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● School census guidance 
● Keeping Children Safe in Education 
● Mental health issues affecting a pupil's attendance: guidance for school  
● [For non-compulsory age students]: Education and Skills Funding Agency Guidance 2023
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Section B:  

B1.1 Policy Statement  

The Board of Trustees of the Greenshaw Learning Trust is committed to meeting our obligation with 
regards to school attendance through building a culture and ethos that values good attendance, which 
includes: 

● Promoting good attendance.  
● Building strong relationships with families to ensure pupils have the support in place to 

attend school. 
● Reducing absence, including persistent and severe absence. 
● Ensuring every pupil has access to the full-time education to which they are entitled. 
● Acting early to address patterns of absence. 
● Promoting and supporting punctuality in attending lessons. 

 

B1.2 Policy Principles 

The Board of Trustees of the Greenshaw Learning Trust firmly believe that all pupils benefit from 
outstanding school attendance.  To this end, we will do all we can to ensure that our pupils achieve 
maximum possible attendance and that any problems that prevent excellent attendance are identified 
and acted upon promptly.  In order for a pupil’s attendance record to be deemed outstanding, we will 
expect every pupil to attend every day that the school is open to them, whilst working with 
parents/carers to develop appropriate individualised support approaches for pupils whose attendance 
is impacted by an additional or special educational need, disability or a diagnosed chronic/medial 
(including mental health) condition. 

All GLT schools must ensure that they maintain systems and practices that will: 

● Maintain a safe, secure environment where pupils feel valued and welcome, thereby 
positively encouraging attendance.  

● Create an ethos in which excellent attendance is the norm. 
● Raise pupil awareness of the importance of punctuality and uninterrupted attendance, and 

encourage in pupils motivation and a sense of responsibility. 
● Support pupils and families who experience difficulties maintaining good school attendance. 
● Celebrate excellent school attendance. 
● Act in accordance with the Education Act 1996 and work collaboratively with local 

authorities to support parents in ensuring that their children are regularly attending school. 

In addition, all GLT Schools expect pupils to :  

● Attend school every day 
● Attend school punctually.  
● Attend school appropriately prepared for the day.  

And all GLT schools expect that all parents/carers who have day to day responsibility for the children 
and young people will: 

● Encourage regular school attendance and be aware of their legal responsibilities. 
● Ensure that the child/children in their care arrive at school punctually, prepared for the 

school day. 
● Contact the school on the morning of each day of the pupil’s absence.  
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● Contact the school promptly whenever any problem occurs that may keep the child away 
from school. 

● Be aware that any unexplained absence is treated as an unauthorised absence and may be 
considered a safeguarding concern, this may result in a home visit or a referral to Children’s 
Services. 

B1.3 Roles and Responsibilities  

The Headteacher is responsible for:  

● Implementation of this policy at their school  
● Monitoring school-level absence data and reporting it to the governing body 
● Supporting staff with monitoring the attendance of individual pupils 
● Monitoring the impact of any implemented attendance strategies  
● Requesting fixed-penalty notices, where necessary 
● Authorising any absence due to exceptional circumstances  
● Directing School Attendance Officer to issue/request a notice to improve 

The Senior Leader with responsibility for attendance (see Section D1)  is responsible for:  

● Leading attendance across the school and embedding a whole school approach to 
promoting/supporting excellent attendance 

● Defining clear vision and priorities to improve attendance  
● Evaluating and monitoring expectations and processes 
● Having an oversight of data analysis 
● Devising specific strategies to address areas of poor attendance identified through data 
● Building relationships with parents/carers to understand the challenges causing  attendance 

issues and plan steps to address these  
● Creating intervention / reintegration plans in partnership with pupils and their 

parents/carers 
● Delivering targeted intervention and support to pupils and families  
● Liaising with external agencies where appropriate for specific support 
● Working proactively with local authorities and supporting them in their statutory 

responsibilities  

The school attendance officer (see Section D1) is responsible for:  

● Monitoring and analysing attendance data including completed registers and accurate 
coding 

● Informing the School DSL (Designated Safeguarding Lead) and safeguarding team of 
unexplained absence of any pupil on safeguarding register by 9.30am.  

● Informing the DSL of any parent / carer who have not responded to contact from school on 
the first day of absence of any pupil  

● Benchmarking attendance data to identify areas of focus for improvement 
● Providing regular attendance reports to school staff and reporting concerns about 

attendance to the designated senior leader responsible for attendance and the headteacher 
● Working with education welfare officers to address  persistent absence 
● Advising the Headteacher or appropriate Senior Leader when to issue fixed-penalty notices 
● Responding to absence in accordance with the Attendance Procedures 

All relevant teaching staff are responsible for: 
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● Recording attendance on a daily basis, using the correct codes, and submitting this 
information correctly 
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Section C  

GLT Attendance Procedures  

C1. Recording attendance 

All schools will keep an attendance register, and place all pupils onto this register. 

Schools will take an attendance register at the start of the first session of each school day and once 
during the second session. The morning attendance register will be open for 30 minutes and the 
second register will be taken after midday. The attendance register will record whether each pupil is: 

● Present. 
● Attending an approved off-site educational activity. 
● Absent. 
● Unable to attend due to exceptional circumstances. 
● Late.  

Attendance registers are legal documents which are shared with the DfE. Any amendment to the 
attendance register will include: 

●   the original entry, 
●   the amended entry, 
●   the reason for the amendment, 
●   the date on which the amendment was made, and 
●   the name and position of the person who made the amendment 

Schools will also record: 

●   [For pupils of compulsory school age] Whether the absence is authorised or not. 
●   The nature of the activity if a pupil is attending an approved educational activity. 
●   The nature of circumstances where a pupil is unable to attend due to exceptional 

circumstances. 

Every entry on the attendance register will be kept for 6 years after the date on which the entry was 
made. 

C2. Unplanned absence 

The pupil’s parent/carer must notify the school of the reason for the absence on the first day of an 
unplanned absence as soon as practically possible. Please see Section D for details.  

Absence due to physical or mental illness will be marked as authorised unless the school has a 
genuine concern about the authenticity of the illness. 

Where the absence is longer than 5 days or there are doubts about the authenticity of the illness, 
the school will ask for medical evidence, such as a doctor’s note, prescription, appointment card or 
other appropriate form of evidence.  

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised and parents/carers will be notified of this in advance. 

When no communication is received about a child’s absence and we are unable to contact 
parents/carers, a home visit will be carried out within 24 hours in primary schools and 72 hours in 



 

                                                               

8 

secondary schools of the absence occurring.  Following the home visit, if we have further concerns 
or are not satisfied with the outcome,  a referral may be made to Children's Services. 

C3. Planned absence 

We encourage parents/carers to make medical and dental appointments out of school hours where 
possible. Where this is not possible, the pupil should be out of school for the minimum amount of 
time necessary. 

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s 
parent/carer notifies the school in advance of the appointment. Where a student's attendance is a 
concern, medical evidence will be required to support the absence. 

The pupil’s parent/carer must also apply for other types of term-time absence as far in advance as 
possible of the requested absence.  

 
C4. Lateness and punctuality 

A pupil who arrives late before the register has closed will be marked as late.  

A pupil who arrives late after the register has closed will be marked as absent.  

GLT schools open their AM registers for 30 minutes (for exact times for each school see Section D) , 
pupils who  arrive late but within the 30 minute window will receive a Late mark (L) in the register.  
Pupils who arrive after this time will have their mark recorded as an unauthorised absence (U Code - 
Late After the Close of Registers) in the AM register. PM registration is taken during the first 
lesson/session that starts after midday. 
 
Lateness after registration has closed is recorded as an unauthorised absence (U) and parents/carers 
will be notified of this absence.  Continued Lateness after the Close of Registration may result in a 
referral to the local authority requesting a notice to improve or a penalty notice.  
 

C5. Following up unexplained absence 

Where any pupil we expect to attend school does not attend, or stops attending, without reason, 
the school will: 

● Call or message the pupil’s parent/carer before 10:30am on the first day of unexplained 
absence to ascertain the reason. If the school cannot reach any of the pupil’s named 
contacts, the school may contact other emergency contacts or the police.  

● Identify whether the absence is approved or not. 
● Identify the correct attendance code to use and input it as soon as the reason for absence is 

ascertained – this will be no later than 5 working days after the session. 
● All normal absence monitoring procedures will continue during the unexplained absence, 

including calling/emailing/texting the parent/carer on each day that the absence continues. 
This may also involve contacting the school of any siblings,  home visits and reference to 
Children’s Services. 

Continued concerns about a child’s attendance may result in 

● Implementation of a staged attendance intervention. Please see Section D for details.  
● Home visits, from the third day of unexplained absence. 
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● A referral to the school’s Safeguarding Team, an EHAT (Early Help Assessment Tool), the 
school nursing service, MASH Team (Multi Agency Safeguarding Hub) or the police for a 
welfare check. 

● The school may request or issue a notice to improve in order to support attendance 
● A referral to the local authority requesting the issue of a Penalty Notice, an application for 

an Education Supervision Order or court prosecution.  
 
C6. Reporting to parents/carers 

The school will regularly inform parents/carers about their child’s attendance and absence levels. 

C7. Approval for term-time absence 

The Headteacher will only grant a leave of absence to a pupil during term time if they consider there 
to be 'exceptional circumstances'. A leave of absence is granted at the Headteacher’s discretion, 
including the length of time the pupil is authorised to be absent for. 

The Headteacher will consider each application for term-time absence individually, taking into 
account the specific facts, circumstances and relevant context behind the request. 

All parents/carers requesting leave of absence in term time will need to complete a “Request for 
Leave of Absence in Term Time for Exceptional Circumstances” form, where possible, at least six 
weeks before the absence and return it to the school. Generally, a need or desire for a holiday or 
other absence for the purpose of leisure and recreation would not constitute an exceptional 
circumstance. 

If a pupil's return to school is delayed due to travel issues, parents/carers must provide independent 
evidence of the delay, such as official documentation from the travel company or airline detailing 
changes to booked flights or confirmation of a cancellation 

If a parent/carer requests an authorised absence due to an overseas emergency, they must provide 
proof of travel booked at short notice, such as a booking confirmation from the airline or travel 
company or e-ticket showing the date of purchase, to support the application. 

The school reserves the right to request medical evidence from a healthcare professional for any 
period of pupil absence that occurs immediately before or after a requested leave of absence or 
school holiday period. 

In Education Law (Section 576 of the Education Act 1996) ‘parent’ means: 

● All natural parents, whether they are married or not 
● Any person who has parental responsibility for a child or pupil 
● Any person who has care of a child or pupil i.e. lives with and looks after the child 

The Headteacher may require evidence to support any request for leave of absence. 

Valid reasons for authorised absence include: 

● Illness (including mental illness) and medical/dental appointments.  
● Religious observance – where the day is exclusively set apart for religious observance by the 

religious body to which the pupil’s parents/carers belong. If necessary, the school will seek 
advice from the parents’/carers’ religious body to confirm whether the day is set apart.  If 
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parents/carers do not inform the school any days missed may be recorded as an 
unauthorised absence. 

● Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh 
gypsies, Irish and Scottish travellers, showmen (fairground people) and circus people, 
bargees (occupational boat dwellers) and new travellers.  Absence may be authorised only 
when a traveller family is known to be travelling for occupational purposes and has received 
approval from the school in writing, but it is not known whether the pupil is attending 
educational provision. 

● Where the local authority have granted a licence for the pupil to take part in a performance 
regulated by section 37(2) of the Children and Young Persons Act 1963 

● Where a Justice of the Peace has given the pupil a licence to go abroad for a performance or 
other regulated purpose under section 25(2) of the Children and Young Persons Act 1933 

Absences that the school is unable to authorise include: 
 

● Holidays during term time (unless in exceptional circumstances *). 
● Arrival after the registers close without prior notification.  
● Shopping trips, even if this is for school uniforms.  
● Birthday celebrations. 
● Looking after a relative/pets.  
● Tiredness due to extra-curricular activities. 
● All unexplained absences. 

*Exceptional circumstances will typically only cover: 
● For Service children, where parental leave is dictated 
● Holidays arranged and paid for by children’s social care 
● Holiday arranged by organisations such as Make a Wish Foundation 
● Blue light staff (NHS clinical, police, paramedics, fire brigade) where holidays have been 

dictated and proof is provided 
● A significant family event - ie; wedding or funeral of an immediate family member 

 

C8. Legal sanctions 

[For children of compulsory school age only.] 

The school can apply to the local authority for a fine to be issued to parents/carers for the 
unauthorised absence of their child from school. 

A penalty notice is an out of court settlement which is intended to change behaviour without the 
need for criminal prosecution.  

If repeated penalty notices are being issued and they are not working to change behaviour they are 
unlikely to be the most appropriate tool. Therefore only 2 penalty notices can be issued to the same 
parent in respect of the same child within a 3 year rolling period and any second notice within that 
period is charged at a higher rate:  

• The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if 
paid within 28 days. This will be reduced to £80 if paid within 21 days.  

• A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat 
rate of £160 if paid within 28 days.  
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• A third penalty notice cannot be issued to the same parent in respect of the same child within 3 
years of the date of issue of the first. In a case where the national threshold is met for a third time 
(or subsequent times) within those 3 years, alternative action should be taken instead. This will 
often include considering prosecution. 

Penalty notices can only be requested by a Headteacher, local authority officer or the police and 
issued by the local authority. 

All schools must consider whether a penalty notice is appropriate in each individual case where one 
of their pupils reaches the national threshold for considering a penalty notice.  The threshold is 10 
sessions of unauthorised  absence in a rolling period of 10 school weeks. A school week means any 
week in which there is at least one school session.  

This can be met with any combination of unauthorised absence (e.g. 4 sessions of holiday taken in 
term time plus 6 sessions of arriving late after the register closes all within 10 school weeks). These 
sessions can be consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 sessions of 
unauthorised absence taken in 1 week and 1 per week for the next 4 weeks). The period of 10 school 
weeks can also span different terms or school years (e.g. 2 sessions of unauthorised absence in the 
Summer Term and a further 8 within the Autumn Term 

In Education Law (Section 576 of the Education Act 1996) ‘parent’ means: 

● All natural parents, whether they are married or not 
● Any person who has parental responsibility for a child or pupil 
● Any person who has care of a child or pupil i.e. lives with and looks after the child 

C9. Strategies for promoting attendance 

All schools will use a range of strategies for rewarding and promoting good attendance. This may 
include issuing or requesting a notice to improve. 

C10. Monitoring attendance 

The school will: 

● Monitor attendance and absence data across the school and at an individual pupil level. 

● Analyse attendance and absence data regularly to identify pupils or cohorts that need 
additional support with their attendance, and use this analysis to provide targeted support 
to these pupils and their families. 

● Look at historic and emerging patterns of attendance and absence, and then develop 
strategies to address these patterns.  

● Provide attendance reports to the Board, its Committees and Governing Bodies.. 

● Use data to monitor and evaluate the impact of any interventions put in place in order to 
modify them and inform future strategies and to facilitate discussions with pupils and 
families. 

Pupil-level absence data will be collected each term and published at national and Local Authority 
level through the DfE's school absence national statistics releases. The underlying school-level 
absence data is published alongside the national statistics.  



 

                                                               

12 

C11. Reducing persistent and severe absence 

Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a 
pupil misses 50% or more of school. 

The school will use strategies to improve attendance, these may include: 

● Using attendance data to find patterns and trends of persistent and severe absence. 
● Holding regular meetings with the parents/carers of pupils who the school considers to be 

vulnerable, or are persistently or severely absent, to discuss attendance and engagement at 
school. 

● Providing access to wider support services to remove the barriers to attendance.  

 

C 12. Elective Home Education 

Deregistration Process and Responsibilities:  

Upon receipt of a written request from a parent/carer to remove their child from the school roll for 
Elective Home Education (EHE), the school will contact the parent to offer a formal meeting and will 
notify the Local Authority Elective Education Team. The pupil will be formally removed from the 
school roll the day the request is received.  For pupils subject to a Child Protection Plan, the school 
will contact the allocated social worker before formally removing the child from the school roll 
following a request for Elective Home Education 

● Parental Responsibility: It is the sole responsibility of the parent/carer to ensure their child 
receives a suitable education once deregistered. The school will not provide work or 
resources for the child. 

● Local Authority Contact: The Local Authority's EHE team will be notified and will 
subsequently contact the family to discuss their provision. 

Re-enrolment and Waiting Lists  

● The school will hold the child’s place open for  five days. 
● If parents change their minds after the five-day cooling-off period and wish to re-enrol their 

child after this date, they must apply through the usual in-year admissions process. If a place 
is not available, the child will join the school waiting list. 

● An electively home educated child who wishes to re-enrol will not immediately gain priority 
at the top of the waiting list for any preferred school 

GCSE Pupils  

For pupils preparing for GCSEs or other public examinations: 

● Examination Costs: Parents/carers are responsible for all costs associated with public exam 
entries. 

● Examination Centre: Parents/carers are responsible for finding an external examination 
centre that will facilitate their child sitting their public exams. 
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C13. Sixth Form 
 
The rigours of post-16 study mean that excellent attendance is perhaps even more important in 
Sixth Form than in any other years. The school’s Sixth Form Team will therefore adopt the principles 
outlined above, unless otherwise stated.  
 
While we expect Sixth Form students to take a greater degree of responsibility for their attendance 
than students in other years, we will still involve parents/carers where we feel it is appropriate. 
 
Sixth Form students can be expected to remain onsite for the full school day. However, the 
Headteacher may choose to allow students to leave the school site at certain times (e.g. break, 
lunch, and in exceptional circumstances, study periods). Sixth Form students will be expected to sign 
in and out when arriving at / leaving school.  
 
Sixth Form places will not be withdrawn on the grounds of low attendance. However, where a 
student’s attendance is impacting upon academic performance, it might be appropriate for the 
school, in consultation with the student and their parents/carers, to consider whether changing a 
course and/or resitting a year might be appropriate. Such decisions will always be made with regard 
to the student’s best interests.  
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Section D - School Operational Attendance Procedures 

D1. School Key Contacts  

Key Contact  Name  Email  

Headteacher  Eddie Rakshi  erakshi@yateacadmy.co.uk 

Senior Leader with responsibility for attendance  Lauren Beckett lbeckett@yateacademy.co.uk  

Attendance Officer  Emma Morris emorris@yateacademy.co.uk 

Sixth Form Attendance Lead Emma Morris emorris@yateacademy.co.uk 

 

D2. Notifying the school of unplanned absences 

Parents should telephone the school on 01454 333560 or absence@yateacademy.co.uk / 
info@yateacademy.co.uk   before 08:30am for every day of absence. The full name of the student 
must be given and reason for absence.   

Unplanned Absence and CME policy is below. 

 

Unplanned Absence and Child Missing in Education (CME) Procedure 
 

Why  
Every child has the right to attend school every day, regardless of their family or individual 
circumstances. Some families find the consistent expectation of attending school and 
communicating with school every day a challenge. With this in mind, our Attendance officers 
and Pastoral Team work alongside our families to ensure that we have a strong 
understanding of all children’s unexplained absences, continued absence, and re-engaging 
with school. 

When  What  Who (Job Title) 

1 day of  
unexplained  
absence  

 
 
 
 
 
 
 
 
 
 
 

AO contacts home via text to inform them 
of the unexplained absence,  for contact to 
be made with the school to inform us of 
the reason why they are not in school. This 
is the first of two texts sent. 

 

Yr 11 Only - Those Yr 11 not in school or 
have an N will be called by the AO/AHT. 
Pastoral support provided to Yr 11 is a 
mini bus pick up option. Phone calls start 
at 8.00 am. First mini us pick up is 8.20am 
and depending on need a second pick up 
leaves at  8.40am  

AO 
 

AO/AHT/ Yr 11 
Hard to reach 
coordinator.  

 
 
 
 

Heads of 
Year/HOKS/AO 

mailto:absence@yateacademy.co.uk
mailto:info@yateacademy.co.uk


 

                                                               

15 

 
 

 
 
 
 
 
 
 
 
 
 
 

End of Day  

 

Heads of Year are given a Daily Call Sheet. 
This is so supportive pastoral conversations 
regarding the absence can be had. This 
communication is recorded on the tracker 
as well as supportive discussions around 
pastoral concerns, pastoral support and 
attendance guidance. This is then 
communicated with the AO.  

AO/DDSL will also prioritise Social Care 
Allocation Students to engage in pastoral 
conversations. If no contact (or contact is made 
HOY/ Safeguarding Team may still  be asked to 
Home visit   

 N.B For those students identified as vulnerable 
or on the Social Care allocation list the first 
home visit will take place on Day 1 or 2. 

If no contact is made (or contact has been 
made) via telephone or AO/AHT may feel it is 
beneficial to conduct a welfare check (home 
visit). If no one is home and we have been 
unable to see anyone at home we can leave a 
postcard through the door to say we had 
visited. The welfare checks can be both pre-
arranged or unannounced if there are 
Safeguarding concerns.  

These welfare checks are recorded in the Home 
Visit Tracker by both AO/HOY. HOY have a 
blocked-out time in their day to perform the 
Daily calls and home visits.  
 

Students will remain on the home visit 
tracker as an additional safety measure just 
in case the student does not come into 
school the next day..  
 

If there are concerns after a Welfare check and 
these have been recorded in the tracker. 
Attendance officer to follow-up on actions e.g. 
follow up with DSL re: actions from CPOMS, 
discuss ART Referral and Police welfare check 
101. Lead SLT for Attendance/Safeguarding to 
oversee this.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

AO/HOY/DSL 
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2 days of  
unexplained absence  

 
 
 
 
  

AO contacts home via text to inform them 
of the unexplained absence, asking to 
contact the school to inform us of the 
reason why they are not in school.   
 

AO prioritises the Daily calls lists/ Welfare 
Checks with students that are on their 
second Day of absence where no contact 
was received and phone calls/welfare 
checks were unsuccessful the day prior.  

AO/DDSL will also prioritise Social Care 
Allocation Students to engage in pastoral 
conversations. If no contact is made HOY/ 
Safeguarding Team  will be asked to Home 
visits. 
 

Home visit tracker updated noting the outcome 
of home visit, Postcard delivered, and allow 
follow up   actions to be completed e.g., 
CPOMS. Update AO with any communication. 
 

Child will remain on the home visit tracker 
as an additional safety measure just in case 
the child does not come into school no 
contact received from parent/carer to 
report absence.  
 

These welfare checks are recorded in the Home 
Visit Tracker by both AO/HOY. HOY have a 
blocked-out time in their day to perform the 
Daily calls and home visits.   

AO  
 

AO 
 
 
 

AO/Safeguarding 
Team  
 

HOY/AO/HOKS/ 
Safeguarding 
Team  

3 days of  
unexplained  
absence. 

Continued protocol from Day 2  

If contact is not made, letter drop requesting 
urgent contact to be made with school. Home 
visit tracker updated noting the outcome of 
home visit, and allow follow up actions to be 
completed e.g. Record on CPOMS. Update AO 
with any communication. 

AO  

HOY 

  10 days of  
unexplained  
absence. 

If after 10 days of no sighting of the student the 
AO will report to the Local Authority CME.  

AO 
SLT Lead 
attendance/ 
Safeguarding (DSL)  
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D3. Staged attendance interventions  

 

Non-Attendance Strategy 
 

Why  
Every child has the right to attend school every day, regardless of their family or individual 
circumstances. We will have a robust system to tackle lateness to school and absences from 
school, that incorporates fairness to extenuating needs of children and families, but remains 
consistent and impactful. 

When  What  Who (Job Title) 

 

Daily  
 
 
 
 
 
 
 
 
 

% falls below 
95  
 

% falls below 
93%  
 
 
 
 
 
 
 
  

Head of Year (HOY)/AO makes attendance phone 
calls firstly in the morning and then throughout the 
day to check in on students who were absent the 
previous day/still have not returned. This is so we 
can ensure support is offered to enable the students 
to come back into school.  

Tutor makes a note of any students not in Roll 
call to ensure a ‘welcome     back’ warm 
positive conversation and check-in upon their 
first returning day 

Diamond Posters around the school 
demonstrate levels of attendance - so 
students understand what their 
target  attendance is. All students are aiming 
to be in the green group. Attendance diamond 
groups are as follows; 

• Green - 97%-100% 
• Yellow - 95% -96.96% 
• Amber - 93% - 94.9% 
• Pink - 90% - 92.9% 
• Red - 0% - 89.9% 

.  
 

Students attendance falls below 95%. (Yellow and 
Amber groups) 
Email (Letter 1) sent to parents to inform them of 
the drop in attendance.  
 

Attendance Stage 1 - Attendance Planning Meeting 
(Students who fall in the Amber and Pink group  

 

HOY/AO 
 
 
 

Tutor 
 
 
 
 
 
 
 
 
 
 
 
 

AO   
  

 
 
 
 
 
 

AO/HOY   
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Attendance Planning Meeting will be held with the 
HOY/AO- Parent/Carer and student - Pastoral 
conversation held, Menu of support offered and an 
Early Help Contract (EHC) discussed and later 
confirmed. N.B Families will be given two 
opportunities to attend the APM. If families fail to 
attend one of these two dates the meeting will 
continue with the student (if in school) and 
without parent/carer representation.    

Attendance Planning Meeting Review  to be held in 
4-6 weeks 

If there is still a decline in attendance this will 
proceed to Attendance Stage 2. 
 

Attendance Stage 2 - (Students who  fall in Pink and 
Red groups) 

In this stage the school can make referrals to the 
Education Welfare Officer (EWO)/ Family Link Team. 
For more targeted support and intervention.  

If there is still a decline in attendance this will 
proceed to Attendance Stage 3 

Attendance Stage 3 - Attendance Contract 

A meeting will be held between the EWO/SLT 
Lead/AO to complete an Attendance Contract. This 
is an agreement between parent/carer, the pupil, 
the school, and the  Education Welfare Officer. The 
process will support in identifying any barriers to 
regular school attendance, agree and implement 
interventions and outline expectations and to 
support with improving the students attendance. 
This process will be reviewed on a regular basis to 
ensure agreed support is appropriately and whether 
additional adjustments need to be made. The 
parent has  a legal responsibility to ensure the 
student receives a full-time education and 

Attendance Contract Review  

An Attendance Contract Review meeting will 
be  held if no improvement is made this will then 
proceed to Stage 4.  

Attendance Stage 4 - Attendance Legal 
Intervention  

AO 
 

AO/EWO/SLT Lead 
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This Stage is led by the Local Authority and could 
lead to either a penalty notice or  prosecution.  

Students  
below 50% 
Ghost 
Students 

“Ghost students” -discussed in weekly 
attendance meetings. Home visits and Phone 
calls with parents to mitigate safeguarding risk 
and identify areas to improve, with support of 
internal school interventions and appropriate 
outside agencies  Early Help and Pastoral 
support where necessary. 

HOY, AO, SLT Lead 

Weekly  
Attendance  
Meeting 

HOY and HOKS meetings are held weekly with 
the SLT lead to ensure focus around attendance 
with targeted actions based on analysis from 
AO/DSL/ 

 

Within these meetings there are agreed actions 
regarding communication home, pastoral 
support, including celebrating improved 
attendance. . 

 

All HOY have Focus groups -This is a list of 
students HOY support  weekly  to drive up 
attendance and positivity toward school and 
achievements this is reviewed weekly.   

HOY/HOK/DDSL/AO/SLT 
lead  

Student 
improves 
attendance  

 Email sent to parents with praise and 
recognition for their child’s improvement of 
their attendance. Student put forward for 
recognition through rewards for moving up a 
group. 

AO 

 
 
 

Rewards   1. Daily Attendance Reward – This reward is given to a student 
from each year group who has attended Yate Academy for two 
consecutive days. The winning students are selected by the 
Attendance Officer and the reward is a surprise. The names of 
the students are then celebrated in Roll Call the next day.  

 
 

2. Weekly reward “Full House Friday” – Students who have 
attended Mon – Thurs in the same week (100%) will be given a Full 
House Friday Token in Roll Call/Tutor Time. Tokens can be used to 
purchase Yate Academy Merchandise e.g., YA Pen, Water Bottle, Chess 
board. Each prize is worth a different number of tokens, it is up to the 

AO 
 
 
 
 
 

AO/Roll 
Call 
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students when and what they spend their Full House Friday tokens on. 
The merchandise shop is open every Friday break and Lunchtime.   
  
3. Fortnightly Reward “Spin to win”. During House Assembly 
students from YR 7-11 who have achieved 100% attendance for the 
fortnight names are added into the spin to win wheel and randomly 
selected to receive a prize. There are a total of 5 winners for each house.  

 
 
 
 
 

AO/SLT 

Every 
term 

Letters will be sent detailing current attendance and group colour 
in the diamond attendance chart.   

AO/DDSL 

AHT 

Long-
term  
action 
plan 

Pupil and parent voice on attendance  
Share guidance with parents as development to letters, website and 
newsletters. 

AHT 

 

D4. Strategies for promoting attendance 

At Yate Academy we want our students to be successful in school and we encourage our students to 
attend daily, and be punctual. We celebrate our students' success through praise, positive 
reinforcement and rewards. We believe this encourages our students to feel proud, gives them a 
sense of belonging and a want to attend school.  

We share our daily messages through our Roll Call where students are welcomed by their tutor and 
Roll Call Lead. If a student has not been in school our tutors will always welcome them back to school 
having a positive check in conversation  

We celebrate students’ attendance success in both Roll Call and House Assemblies. The three rewards 
are; 

1. Daily Attendance Reward – This reward is given to a student from each year group who has 
attended Yate Academy for two consecutive days. The winning students are selected by the 
Attendance Officer and the reward is a surprise. The names of the students are then 
celebrated in Roll Call the next day.  

 
 

2. Weekly reward “Full House Friday” – Students who have attended Mon – Thurs in the same 
week (100%) will be given a Full House Friday Token in Roll Call/Tutor Time. Tokens can be used to 
purchase Yate Academy Merchandise e.g., YA Pen, Water Bottle, Chess board. Each prize is worth a 
different number of tokens, it is up to the students when and what they spend their Full House Friday 
tokens on. The merchandise shop is open every Friday break and Lunchtime.   
  
3. Fortnightly Reward “Spin to win”. During House Assembly students from YR 7-11 who have 
achieved 100% attendance for the fortnight names are added into the spin to win wheel and 
randomly selected to receive a prize. There are a total of 5 winners for each house. 
 
 



 

                                                               

21 

D5. Procedure for Reporting Elective Home Education (EHE) 

  

Elective Home Education  
 

Why  
Yate Academy offers education for all. However, at times, for a variety of reasons, parents will 
elect to home educate their child. This is their right and the school has a legal obligation to 
honour this. With this in mind it is also essential that the school offers every opportunity for 
parents/carers to discuss their decision, and support following the decision 

When  What  Who (Job Title) 

EHE letter  
received by  
school 

Passed to Headteacher, cc’ing admissions 
officer, attendance officer, and AHT for 
attendance 

Admin staff 

Immediately  
following  
Receipt  

Letter/email sent to parents/carers to acknowledge 
the EHE request. Parents/Carers will also be 
informed of the 10-day cooling off period and 
offered a meeting with the Headteacher.  

Student added to the Elective Home Education 
Tracker  
10 days cooling off period starts  

Attendance team continues to call each day to 
check on welfare. If no contact, home visits.  

Safeguarding check completed by DSL  
 

All communication documents are uploaded to the 
EHE tracker  

Parents contacted to confirm attendance at the 
meeting  

Heads  
PA/ 

 
 
 

Attendance  
Officer  

 

Attendance  
Officer 

 

DSL  

Attendance  
Officer  

 

Heads  
PA/  

On day of exit 
meeting  

Head explores reasons for EHE request, checks 
that parents are certain, without attempting to 
persuade them to stay. If parents wish to 
continue with their request and the 10-day 
cooling off period has expired, the student will 
be removed from roll.   

Head 
Data Manager 
Attendance Officer 
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At exit  
discussion 

Local Authority informed via EHE form. 
Paperwork completed 

  Attendance  
Officer  

Admissions  
Officer/Attendance  
Officer/Headteacher 

2 weeks, 6  
weeks, 8  
weeks 

Admissions officer calls to check in.  
updated. 

Admissions  
Officer 

 

Children Missing in Education (CME) 

The procedure to report a child missing from education is via this weblink, in accordance with South 
Gloucestershire Council. 

Procedures: 

https://find-information-for-adults-children-
families.southglos.gov.uk/kb5/southglos/directory/advice.page;jsessionid=F6ABBF510EDA28BF3E64
08A40D43A753?id=16wLXr8IXuE#:~:text=Local%20responsibilities&text=Please%20email%20childre
nmissingeducation%40southglos.gov,or%20young%20person%20missing%20education 

 

https://find-information-for-adults-children-families.southglos.gov.uk/kb5/southglos/directory/advice.page;jsessionid=F6ABBF510EDA28BF3E6408A40D43A753?id=16wLXr8IXuE#:%7E:text=Local%20responsibilities&text=Please%20email%20childrenmissingeducation%40southglos.gov,or%20young%20person%20missing%20education
https://find-information-for-adults-children-families.southglos.gov.uk/kb5/southglos/directory/advice.page;jsessionid=F6ABBF510EDA28BF3E6408A40D43A753?id=16wLXr8IXuE#:%7E:text=Local%20responsibilities&text=Please%20email%20childrenmissingeducation%40southglos.gov,or%20young%20person%20missing%20education
https://find-information-for-adults-children-families.southglos.gov.uk/kb5/southglos/directory/advice.page;jsessionid=F6ABBF510EDA28BF3E6408A40D43A753?id=16wLXr8IXuE#:%7E:text=Local%20responsibilities&text=Please%20email%20childrenmissingeducation%40southglos.gov,or%20young%20person%20missing%20education
https://find-information-for-adults-children-families.southglos.gov.uk/kb5/southglos/directory/advice.page;jsessionid=F6ABBF510EDA28BF3E6408A40D43A753?id=16wLXr8IXuE#:%7E:text=Local%20responsibilities&text=Please%20email%20childrenmissingeducation%40southglos.gov,or%20young%20person%20missing%20education


Section D - School Operational Attendance Procedures  

D1. School Key Contacts  

Key Contact  Name  Email 

Headteacher  Eddie Rakshi  erakshi@yateacadmy.co.uk 

Senior Leader with responsibility for 
attendance  

Helen 
Brett-Reynolds  

hbrett-reynolds@yateacademy.co.uk 

Attendance Officer  Emma Morris  emorris@yateacademy.co.uk 

Sixth Form Attendance Lead  Emma Morris  emorris@yateacademy.co.uk 

 
 

D2. Notifying the school of unplanned absences  

Parents should telephone the school on 01454 333560 or absence@yateacademy.co.uk /  
info@yateacademy.co.uk before 08:30am for every day of absence. The full name of the student  
must be given and reason for absence.   

Unplanned Absence and CME policy is below.  

Unplanned Absence and Child Missing in Education (CME) Procedure 

Why  

Every child has the right to attend school every day, regardless of their family or individual  
circumstances. Some families find the consistent expectation of attending school and  
communicating with school every day a challenge. With this in mind, our Attendance 
officers  and Pastoral Team work alongside our families to ensure that we have a strong  
understanding of all children’s unexplained absences, continued absence, and re-engaging  
with school. 

When  What  Who (Job Title) 

1 day of  

unexplained  
absence 

AO contacts home via text to inform 
them  of the unexplained absence, for 
contact to  be made with the school to 
inform us of  the reason why they are not 
in school. This  is the first of two texts 
sent.  

Yr 11 Only - Those Yr 11 not in school or  
have an N will be called by the AO/AHT.  
Pastoral support provided to Yr 11 is a  
mini bus pick up option. Phone calls 
start  at 8.00 am. First mini us pick up is 
8.20am  and depending on need a 
second pick up  leaves at 8.40am 

AO  

AO/AHT/ Yr 11   
Hard to reach   
coordinator.  

Heads of   
Year/HOKS/AO 
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End of Day Heads of Year are given a Daily Call 
Sheet.  This is so supportive pastoral 
conversations  regarding the absence can 
be had. This  communication is recorded 
on the tracker  as well as supportive 
discussions around  pastoral concerns, 
pastoral support and  attendance 
guidance. This is then   
communicated with the AO.  

AO/DDSL will also prioritise Social Care  
Allocation Students to engage in pastoral  
conversations. If no contact (or contact is 
made  HOY/ Safeguarding Team may still be 
asked to  Home visit   

N.B For those students identified as 
vulnerable  or on the Social Care allocation 
list the first  home visit will take place on Day 
1 or 2.  

If no contact is made (or contact has been  
made) via telephone or AO/AHT may feel it 
is  beneficial to conduct a welfare check 
(home  visit). If no one is home and we 
have been  unable to see anyone at home 
we can leave a  postcard through the door 
to say we had  visited. The welfare checks 
can be both pre arranged or unannounced 
if there are   
Safeguarding concerns.  

These welfare checks are recorded in the 
Home  Visit Tracker by both AO/HOY. HOY 
have a  blocked-out time in their day to 
perform the  Daily calls and home visits.  

Students will remain on the home visit   
tracker as an additional safety measure 
just  in case the student does not come 
into  school the next day..  

If there are concerns after a Welfare check 
and  these have been recorded in the tracker.  
Attendance officer to follow-up on actions 
e.g.  follow up with DSL re: actions from 
CPOMS,  discuss ART Referral and Police 
welfare check  101. Lead SLT for 
Attendance/Safeguarding to  oversee this. 

AO/HOY/DSL 
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2 days of  

unexplained absence 

AO contacts home via text to inform 
them  of the unexplained absence, 
asking to   
contact the school to inform us of the   
reason why they are not in school.   

AO prioritises the Daily calls lists/ 
Welfare  Checks with students that are 
on their   
second Day of absence where no 
contact  was received and phone 
calls/welfare   
checks were unsuccessful the day prior.  

AO/DDSL will also prioritise Social Care  
Allocation Students to engage in 
pastoral  conversations. If no contact is 
made HOY/  Safeguarding Team will be 
asked to Home  visits.  

Home visit tracker updated noting the 
outcome  of home visit, Postcard delivered, 
and allow  follow up actions to be completed 
e.g.,  CPOMS. Update AO with any 
communication.  

Child will remain on the home visit 
tracker  as an additional safety measure 
just in case  the child does not come into 
school no  contact received from 
parent/carer to   
report absence.  

These welfare checks are recorded in the 
Home  Visit Tracker by both AO/HOY. HOY 
have a  blocked-out time in their day to 
perform the  Daily calls and home visits. 

AO  

AO  

AO/Safeguardi
ng  Team  

HOY/AO/HOKS/   
Safeguarding   
Team 

3 days of  

unexplained  
absence. 

Continued protocol from Day 2  

If contact is not made, letter drop 
requesting  urgent contact to be made with 
school. Home  visit tracker updated noting 
the outcome of  home visit, and allow 
follow up actions to be  completed e.g. 
Record on CPOMS. Update AO  with any 
communication. 

AO  

HOY 

10 days of  
unexplained  
absence. 

If after 10 days of no sighting of the student 
the  AO will report to the Local Authority 
CME. 

AO  
SLT Lead   
attendance/  

Safeguarding (DSL) 
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D3. Staged attendance interventions   

Non-Attendance Strategy 

Why  

Every child has the right to attend school every day, regardless of their family or individual  
circumstances. We will have a robust system to tackle lateness to school and absences 
from  school, that incorporates fairness to extenuating needs of children and families, but 
remains  consistent and impactful. 

When  What  Who (Job Title) 

Daily  

% falls 
below  95  

% falls 
below  
93% 

Head of Year (HOY)/AO makes attendance phone  
calls firstly in the morning and then throughout 
the  day to check in on students who were absent 
the  previous day/still have not returned. This is so 
we  can ensure support is offered to enable the 
students  to come back into school.   

Tutor makes a note of any students not in 
Roll  call to ensure a ‘welcome back’ warm   
positive conversation and check-in upon 
their  first returning day  

Diamond Posters around the school   
demonstrate levels of attendance - so   
students understand what their   
target attendance is. All students are aiming  
to be in the green group. Attendance 
diamond  groups are as follows;  

• Green - 97%-100%  
• Yellow - 95% -96.96%  
• Amber - 93% - 94.9%  
• Pink - 90% - 92.9%  
• Red - 0% - 89.9%  

.   

Students attendance falls below 95%. (Yellow 
and  Amber groups)  

Email (Letter 1) sent to parents to inform them 
of  the drop in attendance.   

Attendance Stage 1 - Attendance Planning 
Meeting (Students who fall in the Amber and Pink 
group 

HOY/AO  

Tutor  

AO   
   

AO/HOY   
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 Attendance Planning Meeting will be held with 
the  HOY/AO- Parent/Carer and student - Pastoral  
conversation held, Menu of support offered and 
an  Early Help Contract (EHC) discussed and later  
confirmed. N.B Families will be given two  
opportunities to attend the APM. If families fail 
to  attend one of these two dates the meeting 
will  continue with the student (if in school) and  
without parent/carer representation.   

Attendance Planning Meeting Review to be held 
in  4-6 weeks  

If there is still a decline in attendance this 
will  proceed to Attendance Stage 2.  

Attendance Stage 2 - (Students who fall in Pink 
and  Red groups)  

In this stage the school can make referrals to the  
Education Welfare Officer (EWO)/ Family Link 
Team.  For more targeted support and 
intervention.   

If there is still a decline in attendance this 
will  proceed to Attendance Stage 3  

Attendance Stage 3 - Attendance Contract  

A meeting will be held between the EWO/SLT  
Lead/AO to complete an Attendance Contract. This  
is an agreement between parent/carer, the pupil,  
the school, and the Education Welfare Officer. The  
process will support in identifying any barriers to  
regular school attendance, agree and implement  
interventions and outline expectations and to  
support with improving the students attendance.  
This process will be reviewed on a regular basis to  
ensure agreed support is appropriately and 
whether  additional adjustments need to be 
made. The  parent has a legal responsibility to 
ensure the  student receives a full-time education 
and  

Attendance Contract Review  

An Attendance Contract Review meeting will  
be held if no improvement is made this will 
then  proceed to Stage 4.   

Attendance Stage 4 - Attendance Legal   
Intervention 

AO  

AO/EWO/SLT Lead 
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 This Stage is led by the Local Authority and 
could  lead to either a penalty notice or 
prosecution. 

 

Students  

below 50%  
Ghost   
Students 

“Ghost students” -discussed in weekly   
attendance meetings. Home visits and 
Phone  calls with parents to mitigate 
safeguarding risk  and identify areas to 
improve, with support of  internal school 
interventions and appropriate  outside 
agencies Early Help and Pastoral  support 
where necessary. 

HOY, AO, SLT Lead 

Weekly  

Attendance  
Meeting 

HOY and HOKS meetings are held weekly with  
the SLT lead to ensure focus around 
attendance  with targeted actions based on 
analysis from  AO/DSL/  

Within these meetings there are agreed 
actions  regarding communication home, 
pastoral  support, including celebrating 
improved   
attendance. .  

All HOY have Focus groups -This is a list of  
students HOY support weekly to drive up  
attendance and positivity toward school 
and  achievements this is reviewed 
weekly.  

HOY/HOK/DDSL/AO/S
LT  lead 

Student   
improves   

attendance 

Email sent to parents with praise and   
recognition for their child’s improvement 
of  their attendance. Student put forward 
for  recognition through rewards for 
moving up a  group. 

AO 

 
 

Rewards  1. Daily Attendance Reward – This reward is given to a student  
from each year group who has attended Yate Academy for two  

consecutive days. The winning students are selected by the  
Attendance Officer and the reward is a surprise. The names of  

the students are then celebrated in Roll Call the next day.  

2. Weekly reward “Full House Friday” – Students who have  attended 
Mon – Thurs in the same week (100%) will be given a Full  House 
Friday Token in Roll Call/Tutor Time. Tokens can be used to  purchase 
Yate Academy Merchandise e.g., YA Pen, Water Bottle, Chess  board. 
Each prize is worth a different number of tokens, it is up to the  

AO  

AO/Roll   
Call 
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 students when and what they spend their Full House Friday tokens 
on.  The merchandise shop is open every Friday break and 
Lunchtime.   

3. Fortnightly Reward “Spin to win”. During House Assembly  students 
from YR 7-11 who have achieved 100% attendance for the  fortnight 
names are added into the spin to win wheel and randomly  selected to 
receive a prize. There are a total of 5 winners for each house.  

AO/SLT 

Every   
term 

Letters will be sent detailing current attendance and group 
colour  in the diamond attendance chart.  

AO/DDSL  

AHT  

Long  
term  

action   
plan 

Pupil and parent voice on attendance  

Share guidance with parents as development to letters, website 
and  newsletters.  

AHT 

 
 

D4. Strategies for promoting attendance  

At Yate Academy we want our students to be successful in school and we encourage our students to  
attend daily, and be punctual. We celebrate our students' success through praise, positive  
reinforcement and rewards. We believe this encourages our students to feel proud, gives them a  
sense of belonging and a want to attend school.  

We share our daily messages through our Roll Call where students are welcomed by their tutor and  
Roll Call Lead. If a student has not been in school our tutors will always welcome them back to school  
having a positive check in conversation  

We celebrate students’ attendance success in both Roll Call and House Assemblies. The three rewards  
are;  

1. Daily Attendance Reward – This reward is given to a student from each year group who has  
attended Yate Academy for two consecutive days. The winning students are selected by the  
Attendance Officer and the reward is a surprise. The names of the students are then  
celebrated in Roll Call the next day.   

2. Weekly reward “Full House Friday” – Students who have attended Mon – Thurs in the same  week 
(100%) will be given a Full House Friday Token in Roll Call/Tutor Time. Tokens can be used to  
purchase Yate Academy Merchandise e.g., YA Pen, Water Bottle, Chess board. Each prize is worth a   
different number of tokens, it is up to the students when and what they spend their Full House Friday  
tokens on. The merchandise shop is open every Friday break and Lunchtime.   

3. Fortnightly Reward “Spin to win”. During House Assembly students from YR 7-11 who have  
achieved 100% attendance for the fortnight names are added into the spin to win wheel and  
randomly selected to receive a prize. There are a total of 5 winners for each house. 
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D5. Procedure for Reporting Elective Home Education (EHE) 

Elective Home Education  

Why  
Yate Academy offers education for all. However, at times, for a variety of reasons, parents will  
elect to home educate their child. This is their right and the school has a legal obligation to  
honour this. With this in mind it is also essential that the school offers every opportunity for  
parents/carers to discuss their decision, and support following the decision 

When  What  Who (Job Title) 

EHE letter  

received by  
school 

Passed to Headteacher, cc’ing admissions   
officer, attendance officer, and AHT for   
attendance 

Admin staff 

Immediately  

following  
Receipt 

Letter/email sent to parents/carers to 
acknowledge  the EHE request. Parents/Carers 
will also be  informed of the 10-day cooling off 
period and  offered a meeting with the 
Headteacher.  

Student added to the Elective Home 
Education  Tracker  

10 days cooling off period starts  

Attendance team continues to call each day 
to  check on welfare. If no contact, home 
visits.  

Safeguarding check completed by DSL  

All communication documents are uploaded to 
the  EHE tracker  

Parents contacted to confirm attendance at 
the  meeting 

Heads  

PA/  

Attendance  

Officer  

Attendance  
Officer  

DSL  

Attendance  
Officer  

Heads  
PA/ 

On day of 
exit  
meeting 

Head explores reasons for EHE request, 
checks  that parents are certain, without 
attempting to  persuade them to stay. If 
parents wish to   
continue with their request and the 10-day  
cooling off period has expired, the student 
will  be removed from roll. 

Head  
Data Manager  
Attendance Officer 
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At exit  

discussion 

Local Authority informed via EHE form.   
Paperwork completed 

Attendance  

Officer  

Admissions  
Officer/Attendanc
e 
Officer/Headteac
her 

2 weeks, 6  

weeks, 8  
weeks 

Admissions officer calls to check in.  

updated. 

Admissions  

Officer 

 
 

Children Missing in Education (CME)  

The procedure to report a child missing from education is via this weblink, in accordance with South  
Gloucestershire Council.  

Procedures:  

https://find-information-for-adults-children  
families.southglos.gov.uk/kb5/southglos/directory/advice.page;jsessionid=F6ABBF510EDA28BF3E64 
08A40D43A753?id=16wLXr8IXuE#:~:text=Local%20responsibilities&text=Please%20email%20childre 
nmissingeducation%40southglos.gov,or%20young%20person%20missing%20education 
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